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19 July 1962
25X1
25X1
Attached 18 a revised eopy of the Records Control Schedule for
your Offivce,
In sddition %o your Offtee,[  |surveyed the records in 25X1
25X1 [ [Offices and prepared Records Control

Sehedules for thelr review and ecoument. Boped on the cooments

received we svaluated then and, wvhare necessary, discussed then
25X1 The changes that we Pount

neceasary wvere mede to yourr sehedule, If wyou bhave asny further
comments about the itoms on your schedule I would appreciate
‘ ‘ hearing from you. We hope, eventually, to have one schedule for
25X1 general use [ |

: We have sstablished e separate item for records pertaining to
25X expenditures | | After discussing the comments
: with your Headquarters Staff we were informed thet the Audit Staff

had previcusly edvised that this type of material be retained per-
wanently for support of audit deterwinstions. These records ghould
be drought together and maintained as a separate record series.
The other 1tems on the schedule were re-musbered to include this
ites in your scheduls.
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The establishuent of a definite time for disposition that
neets all the regquirements of good records samegonent practices
and, yet, satisfies sll perschalities involved is the ultimste in
adninistering = records manspgement program. The practice of
periodically sereening filles for purposes of weeding out cbsclete
material is costly, tiwe consmuming and, oft times, done sporadieally.
Wherever possible Minit& time periods should be .mbw after
careful avalustion of the records. With these principles to guide f
us the schedules | | were prepared. 25X1
If, after a resscoables time, you feel that the dlsposition instructions
coptained in your soheduls cannot be accomplished I would 1tke to
hesy from you.

I an glal the shelf Tiling s proving satisfectory for your
needn. Sowe ifeas that have been used to spot files gquickly in-
¢lude color-keyed tabs for differsnt letters of the alphabet, the
tab color esu &lso be marked on the folders with ink or stick-on
tape of the save color; & greater musber of guldes %o signal md-
divisions within larger groups will aid faster fimding, as well es,
nane guides to signal extra busy ssotions of the files. The daily
use of these Iiles will, and you will sgree, bring sbout the fastest
orientation on loeation of the files on the shelves.

Thank you for your oomments and for the zssistsnce extendef to
ing his visit.
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